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This instruction implements Air Force Policy Directive (AFPD) 36-28, Awards and Decoration 

Program. This instruction extends the guidance of Air Force Instruction AFI 36-2805, Special 

Trophies and Awards. It provides guidance for the 931st Air Refueling Wing (ARW). The 

purpose of this publication is to outline how to nominate deserving individuals for these awards. 

This instruction requires collecting and maintaining information protected by the Privacy Act of 

1974. Executive Order 9397, 22 November 1943, authorizes using the Social Security Number 

(SSN) as a personal identifier. The SSN (last four) is required for positive identification of 

personnel. Refer recommended changes and questions about this publication to the Office of 

Primary Responsibility (OPR) using the Air Force Information Management Tool (AF Form 

847), Recommendation for Change of Publication; route AF Form 847s from the field through 

the appropriate functional’ s chain of command. OPR has determined that no waivers may be 

granted for any part of the publication. Ensure that all records created as a result of processes 

prescribed in this publication are maintained in accordance with (IAW) Air Force Manual 

(AFMAN) 33-363, Management of Records, and disposed of IAW Air Force Records 

Disposition Schedule (RDS) located In the Air Force Records Information Management System 

(AFRIMS). 

 

http://www.e-publishing.af.mil/
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1.  Policy.  This program is to recognize superior performance and outstanding achievement of 

931 ARW personnel. These guidelines apply to officer, enlisted and civilian personnel 

Cancellation of the awards program will be at the discretion of the 931 ARW/CC. 

1.1.  Eligibility Criteria: 

1.1.1.  AMN Category: Airman Basic through Senior Airman 

1.1.2.  NCO Category: Staff Sergeant through Technical Sergeant 

1.1.3.  SNCO Category: Master Sergeant through Senior Master Sergeant 

1.1.4.  CGO Category: Second Lieutenant through Captain 

1.1.5.  Civilian Categories: Category I; Federal Appropriated Fund Civilian Employees, 

GS- 01 thru GS-08 and WG-01 thru WG-06. Category II; Federal Appropriated Fund 

Civilian Employees, GS-09 thru GS-12 and WG-07 thru WG-15. 

1.1.6.  First Sergeant of the Year Category: First Sergeants who hold a primary Air Force 

Specialty Code (AFSC) of 8F000. 

1.2.  Ineligibility Criteria: 

1.2.1.  Individuals who have won in any category in the previous quarter (N/A for annual 

awards) within the same calendar year. 

1.2.2.  Individuals who have been subject to judicial or non judicial punishment, 

unfavorable information file (UIF), control rooster action, failure on a fitness test, 

unexcused absence during the past 12 months, or any other administrative actions during 

any time of the award period. 

1.2.3.  CGOs selected for Major before or during the award period. 

2.  Nomination Procedures: 

2.1.  Each squadron commander may submit one nomination for each category. 

2.2.  All Military packages must include: Career Data Brief (CDB) and a current passing 

AFFMS report. 

2.3.  Nomination Categories: 

2.3.1.  Nominations will include and be scored on the following categories: 

2.3.1.1.  Leadership and Job Performance in Primary Duty: Describe significant 

leadership accomplishments and how well the member performed assigned primary 

and additional duties. Define the scope and level of responsibilities and the impact on 

the mission and unit. Include any new initiatives or techniques developed by the 

member that positively impacted the unit and/or the mission. 

2.3.1.2.  Significant Self-Improvement: Show how the member developed or 

improved skills related to primary duties; e.g., formal training, Career Development 

Course enrollment or completion, On-the-Job Training, certifications, off-duty 

education and any professional military education (PME). Cite any other relevant 

training or activity that significantly enhanced the member’s value as a military 

Citizen Airman. 
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2.3.1.3.  Base and Community Involvement: Define the scope and impact of the 

member’s positive leadership and involvement in both the military and civilian 

community. Include leadership, membership, or participation in unit advisory 

councils, professional military organizations, associations, and events. 

2.4.  Quarterly Awards: 

2.4.1.  Nominees’ Commander, using the format shown in Attachment 2 and 3, will 

submit nominations. Nominations are not to exceed 12 lines including three headings on 

AF Form 1206, Nomination for Award. Nominations will use bullet format. Limit bullets 

to duties and accomplishments performed by the member during the nomination quarter 

and the preceding quarter (six months total). Duties may include civilian 

accomplishments as they contribute to a total person concept and enhance military duties. 

2.4.2.  Submit nominations for quarterly awards to 931 ARW/CCEA office no later than 

0900 Saturday of the Unit Training Assembly (UTA). Late nominations will be accepted 

on a case by case basis. 

2.4.3.  Packages which do not meet guidelines dictated in this publication will be 

considered incomplete and will not be graded. 

2.4.4.  Winners will be announced via email and during the next 931 ARW/CC call. 

2.5.  Annual Award: 

2.5.1.  Annual nominees are not limited to quarterly winners, but must have been a 

quarterly nominee. Bullets will be limited to duties and accomplishments performed by 

the member during the nomination year. Bullets will be limited to one page, not to exceed 

30 lines including three headings, using bullet format. Any uncommon acronym must be 

spelled out in the bullet format. 

2.5.2.  First Sergeant of the Year: Submit awards in compliance with Fourth Air Force 

guidance. 

2.5.3.  Submit nominations for yearly awards to 931 ARW/CCEA no later than 0900 

Saturday of the January UTA. 

2.5.4.  Winners will be announced during the Annual Awards Banquet. 

2.5.5.  AF Form 1206 will be completed in compliance with Fourth Air Force guidance. 

Completed packages will be forwarded to the 931 FSS/FSMPM and will be forwarded to 

4 AF for submission for the 12 Outstanding Airmen of the Year. 

2.6.  Nomination and Board Dates: 

2.6.1.  First Quarter (January—March) April UTA 

2.6.2.  Second Quarter (April—June) July UTA 

2.6.3.  Third Quarter (July—September) October UTA 

2.6.4.  Fourth Quarter (October—December) January UTA 

2.6.5.  Yearly (January—December) January UTA 

2.7.  Board composition and grading criteria: 
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2.7.1.  The selection board will consist of a minimum of three SNCOs for each category. 

The 931 ARW/CCC will assume duties as the board president. 

2.7.2.  Grading criteria will use a whole person concept. Utilize the 931 ARW Form 3 

Awards Program Score Sheet. 

2.7.3.  When possible, three MSgt’s will be selected to grade the AMN category and a 

non-voting SNCO will be appointed as their mentor. 

3.  Responsibilities: 

3.1.  Unit Commander: 

3.1.1.  Indicate unit commander concurrence for member’s award nomination by AF 

Form 1206, Nomination for Award. 

3.1.2.  Ensure nominees are aware of selection criteria. 

3.1.3.  Ensure military nominees meet the standards established in AFI 36-2903 and AFI 

36-2905 with a current passing fitness score, and are complying with training 

responsibilities outlined in AFI 36-2201. 

3.2.  Board Members: 

3.2.1.  Each voting board member will score all nomination packages using 931 ARW 

Form 3, Awards Program Score Sheet. 

3.2.2.  Winning packages are based on all voting members consolidated scores. 

3.3.  931 ARW/CCM or Board President: 

3.3.1.  Ensures the board convenes in a timely manner to grade all packages (i.e. 

packages may be graded via e-mail). 

3.3.2.  Forwards all winning packages to 931 ARW/CCEA after completion of grading. 

3.4.  931 ARW/CCEA: 

3.4.1.  Prepares quarterly/annual award board minutes for 931 ARW/CC. 

3.4.2.  Prepares an email of congratulations to each selected winner for the 931 

ARW/CC’s signature. 

3.4.3.  Provides winning packages to the Group Historian for archival purposes. 

3.4.4.  Ensures awards are obtained for those who are selected. 

3.4.5.  Provides awards to 931 ARW/CCEA within two weeks of board convening for 

presentation. 

 

MARK S. LARSON, Colonel, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFI 36-2201, Air Force Training Program, 7 Aug 2013 

AFPD 36-28, Awards and Decoration Program, 1 Aug 1997 

AFI 36-2805, Special Trophies and Awards, 14 Mar 2013 

AFI 36-2903, Dress and personal Appearance of Air Force Personnel, 28 May 2013 

AFI 36-2905, Fitness Program 

AFMAN 33-363, Management of Records, 1 March 2008 

Prescribed Form 

931 ARW Form 3, Awards Program Score Sheet. 

Adopted Forms 

AF Form 1206, Nomination for Award 

AF Form 847, Recommendation for Change of Publication 

Abbreviations and Acronyms 

AFFMS—Air Force Fitness Management System 

AMN—Airman 

CGO—Company Grade Officer 

NCO—Noncommissioned Officer 

SNCO—Senior Noncommissioned Officer 

Terms 

Adopted Form—A form used (required) in a publication other than the prescribing publication. 

Form—A fixed arrangement of captioned spaces designed for entering and extracting prescribed 

information. A tool used for the collection, recording, and/or extraction of information whereby a 

predetermined set of data fields have been established and defined to meet a definitive Air Force 

purpose or objective. 

Prescribed Form—A form designed to support the implementation of requirements in a 

directive Air Force publication. Use and purpose of a prescribed form must be contained in the 

publication it supports (also known as the prescribing publication). 

 



6 931ARWI36-2801  19 OCTOBER 2016 

Attachment 2 

NOMINATION FOR AWARD EXAMPLE 

Figure A2.1.  Nomination for Award Example 
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Attachment 3 

SCORE SHEET 

Figure A3.1.  Score Sheet 



931ARWI36-2801  19 OCTOBER 2016 9 

 
 


